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Report for wonth of November, 1953 from the RECORDS DISPOSITION BRANCH
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Status of Current Projects

General Services Office:

(Systems) - Completion of this project in the Office

of the Chief is dependent upon the approval of sug-

gestions submitted for the lwprovewent of procedures
and methods for handling maill and records. Systems

have been developed and installed in all other seg-

ments of the Office.

(Disposition) - The records control schedule has
been prepared and submitted to the Chief of the
Office for approval. When approved, specific plans
will be instituted for completely activating this
schedule. Considerable volume of record waterial
has been moved to the Records Center, but overall
detailed action is still pending.

Logistics Office:

(systems) - A review of the waill control and filing
system is now being conducted and a report will be
prepared upon cowpletion. Some work appears to be
needed in thig area in order to make the systems
satisfactory.

(Disposition) - As previously reported, the records
control schedule prepared for this Office has never
been cowpletely activated. Of egually serious con-
cern is the fact that records have been transferred
generally to the Records Center without being identi-
fied by schedule and item number. Without such
identification, there will be involved, at some
future date. needless research and study by Center
personnel. It costs money to prepare records con-
trol schedules; their preparation is justified pri-
marily through their application which, in this
case, has been inadequate. The scheduling program
in Logistics Office is suffering, therefore, because
of a lack of concentrated effort on the part of the
Area Records Officer. An effort was made durlng the
month to assist Miss in reviewing, suwending,
and correcting their schedule. This activity is
particularly important because of the many functional
end organizational changes in the Office. It was
not possible to plan this review because of duties
other than records management that are currently
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3. Office of Intelligence Coordlnation:

(Systems) - The recent Systews study prepared

25X for this Office has been discussed briefly with
Mr.| } It does not appear too
optimistic to anticipate that we will be re-
gquested to install the proposed Agency file
system in this Office. The installation and sub-
sequent training of personnel should not be too
involved.

k., Medical Office:

(systems and Disposition) - The two analysts
assigned to the task of establishing these
vhases of the records program, started the job
on 20 November. This phase of the records
management program should be entirely com-
pleted by the middle of January. Subsequent
follow-up should involve only minor inspections.
There is. however, an influencing factor that
may effect the prompt completion of this proj-
ect; 1. e. currently, additional functional
activities are belng installed that will require
the egtablishment of new files.

25X1 The current inventorying activity reveals that
this Division has been an extremely prolific
collector and creator of paper records. They
have not been wmaintained, however, in a manner
in keeping with the efficiency with which they
were collected. Consequently, Division reports
and related record material way be found in
closets, bookcases, store rooms and other un-
desirable areas. They are maintained without
regard to record serles or any recognizable
method. It appears at this time that accowplish-
ments will be more difficult of attainment than
would normally be expected and improvised work
procedures for attaining desired results will be
the rule rather than the exception.

6. Office of Operations ( Contacts )

The disposition standards developed and recom-
mended forwally in report to this office have
not yet been approved, but should be officially
accepted at least in wodified form in the near
future. Upon such approval, steps will be
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taken to obtain the suggested disposal authoriz-
ations for all items of tewporary value. When

these authorizations have been finally developed,
it will be necessary to activate the records con-

trol schedule initially and on a continuing basis.

There was tentative agreement to adapt the Agency
filing system but the recommendations provided
for waiting until the material of all Divisions
could be reviewed in order that the wanuasl could
be adapted for the entire Office rather than this
one Division. In view of later commitments with
respect to individual surveys in other Divisions,
we should now probably include the Contact
Division in our schedule for the installation

of the system.

Chief, Records Disposition Branch
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Report for month ending 30 November 1953 from
RECORDS SYSTEMS BRANCH

Because of joint participation and inter-related factors,
a report on Systems for the following offices is included in
the report made by the Records Disposition Branchs| | 25X1
Logistics, General Services, 0IC, Medical Office and Office of
Operations,

Office of the Director

Following the issuance of Regulation[::::::thich contains
rather specific instructions concerning the filing of record
copies of staff papers, a draft of a proposed notice was prepared
to implement these instructions. The issuance of the notice was
first proposed to Mr, [ |during a discussion of the recommen-
dations made in the survey report of the Office of the Director,
Mr, [ | direct concern was the possibility of any further
application of ‘the recommendations within the Office of the DD/A.

An inquiry was made of Miss| of the Office of
the Director as to the status of the survey report insofar as the
entire Office was concerned, She indicated that Mr.|  |who is 25X1
now overseas, stated that he was of the opinion that the rec-
ommendations were not applicable but that she should give them
some consideration when she had time,

Vital Materials

Arrangements have been made with the National Security
Council to make bi=weelly deposits of their vital materials,
Previous deposits have been made on a quarterly basis but more
frequent deposits were considered to be desirable. The filming
of the Biographic Register continues to be held up because of the
lack of space for setting up the camera,following the move of the
Division into North Building, Both Mr are 25X1
continuing their efforts to obtain suitable space, As a result
of favorable comments received after the last training session
for Ares Records Officers at the Repository, it was decided that
another session should be held for the benefit of personnel who
had missed the previous sessions,. A ftentative date has been
established as 9 December, There are five or six Area Records
Officers who were previously unable te attend and in addition
Mrs.[:::::::::]in the Executive Registry has indicated a desire
1o £0.
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Mail Control Section

The Mail Control Section took over full responsibility
for the distribution of NIS material, Previously, this had
been done under the direction of the couriers, with laborers
furnished by the Logistics Office.

The Mail Control Section assumed responsibility for the
handling of bulk unclessified material for nickup and delivery
between the Department of State and| | This previously
had been performed by the Logistics Office laborers, T et
porarily, a Logistics laborer has been assigned to work with
the couriers on this job pending the recruitment of a laborer
For GSO and the changing of an existing courier slot to a
laborers slot,

Special courier service has becn established on a
continuing basis between the Machine Records Branch and the
Payroll Branch of the Comptroller's Office. In undertaking
this service, it was also necessary for the Motor Poel to
assign a special vehicle. The prompt transfer of material
between these offices in order to get the payrolls completed
on time was considered justification for the special handling,

Chief, Records Systems Branch

CONFIDENTIAL
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Report for month ending 30 November 1953 from
FORMS MANAGEMENT BRANCH

I. PROJECT SUMMARY,

Projects initiated prior to November -5
Projects commenced in November -9
Total Projects on which action was taken =1L
Projects completed during November -5

Carried over to December -9

II, - CCMPLETED PROJECTS

1, Certain type faces were standardized for Vari-typer
composition of forms, A list of these faces and a chart showing
their application to the various elements.of forms composition
(titles, instructions, box wording, etc,) were furnished the
Reproduction Plant to use as guides in all future forms composi-
tiomn,

2+ A statement of functions for the Branch was prepared
for inclusion in the Division Chart,

25X1 was reviewed and the subjective classification breakdowns
under "Forms" were expanded and modified, As a result of this
action and subsequent discussions with Mr.| | further
modifications of "Reports" and "Communications" have been recom-

mended and a rewrite of the subject "Records" has been suggested,

%j Draf+t copy of the proposed Records Management Handbook

25X1

i, A scheduled equipment demonstration of the new Coxhead
Composomatic DSJ machine at the Sheraton-Carlton Hotel 17 November
1953, was abttended by five representatives of GS0. Literature on
this machine and the new Coxhead Liner was obtained and circulated
to interested GSO personnel,

5. Employee Suggestion #378, relative to reduction of the
width of information reports from 84" to 8", was studied and
positive action taken %o assure its adoption:

ITI, CURRENT AND CONTINUING PROJECTS

1., Te Reproduction Plant has been requested to survey for
at least a month the time requirements for forms copy preparation.
It is ultimately proposed to centralize forms copy preparation in
the Forms Management Branch as an incidental part of analysis and
design, '

Clrrionin Ak
0 eenthes bnlnranties .
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2, A phased master plan for forms mana~ement was prepared
and submitted for approval of Mr, | | As 25X1
of 30 November 1953 the plan's general substance had been approved
as subriitted, Further details concerning manpower requirements,
target dates, etc., will be developed during the coming months,

3. Ultimate elimination of duplicate functional files
maintained by 0 & M and DD/P has been propoged and concurred in
by Mr, @ Action has been suspended since 10 November 1953
pending certain personnel changes in 0 & M, Action should be
corpleted in December,

lis A proposed memorandum for all Area Records Officers
concerning limiting classification of forms in blank by use of
the phrase "(When Filled In)" after the classificabtion which
had been developed and was ready for issuance has been held up
because of the new executive order eliminating the "Restricted!
classification and the additional "Security Information® require-
ment, The memorandum will be rewritten to conform to new security
directives and issued in December as M2,

5. A proposed memorandum (FM-1) to all Area Records Officers
containing preliminary program publicity and transmitting selected
Air Force forms management promotional data has been developed and
submitted to Mr., = |for spproval, Release in December is
anticipated,

6. Material for a set of Vue-Graph slides to be used in
promoting the Forms Management Program and training Area Records
Officers has been compiled and submitted to Graphics Branch - ORR
for preparation of art work for the slides, Slides should be
completed next month,

T« The following Area Records Officers were contected
during the month to establish initial liaison and explain some 25X1
|

of the program aims: comptroller, |
Personnel, | CS/FI/RI and | . 25X1

This is a continuing project,

8e A study of the Information Report forms and procedures
has been undertaken in conjunction with the printing study of
Mro[ | Preliminary contacts have been made and initial data
obtained, It is hoped that the forms and procedures can be revised,
field and headquarters reports consolidated, printing costs reduced .
etec, Project continues,

CONHDENTIAL
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9, Tentative agreements concerning[;:;::;::;;requirements 25X1
for certain forms sent to and from, or used by field organiza-
tions, have been concluded with representatives of DD/P and the

Logistics Office, They are now in process of coordination and
finalization in written form,

IV, MISCELLANEOUS ACTIVITIES

1, Reproduction facilities located in "IM" Bldg, were
inspected,

2, Reproduction Plant personnel responsible for copy
preparation of forms were instructed in certain technical phases
of operation,

3+ Initial contacts and liaison with representatives other
than Area Records Officers of 0 & M, Personnel and Logistics
offices have been made.

V. SUIMMARY OF INDIVIDUAL ACTIONS

1. DNo, of Requisitions Copies
New 29 74,925
Revigions 28 898,000
Reprints 103 1,109,725
Total 160 2,002,650

2+ Forms Obsoleted - 3

3+ TRequest disapproved and
available forms substituted - L

. Average requisition for month 13,016 copies
5. Net increase in Agency forms - 26

6. Total number of controlled forms in use - 930

25X1

“3a
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Report for month ending 30 November 1953 from
REPORTS AND CORRESPONDENCE MANAGEMENT BRANCH

I, FPLANNED PROJECTS

1, The recent promotion of Records Management Program phases
in various areas has pointed up a need for the following:

a., A check list by which any analyst spearheading the Program
can measure an office's needs for the services of a particular Branch
of the Records Services Division,

b, An illustrated bhrochure or flier on each phase of the
Records Management Program, describing briefly but specifically what
we propose to accomplish and by what methods, Eye appeal should be the
prime consideration, Impetus to a particular Program phase could be
given through this medium, Furthermore, analysts spearheading the Pro=
gram will be provided with material on those phases with which they are
less familiar,

The development of this material for the Reports and Correspondence
Management Programs is scheduled as our next major project,

II, PROJECTS IN PROGRESS

1, CIA Correspondence Handbook - Revised two exhibits and one
page of text, and inserted these revisions into the Handbook copies
previously assembled by Reproduction, Provided Regulations Control
Staff with 65 copies for headquarters-wide review. To our knowledge
these copies have not been distributed. ’

2, Office of the Comptroller Reports Management Program = Completed
the proposed guide for installing and operating the Program thrcughout 25X1
the Office of the Comptroller, Met with Mr.[::::::gof the Comptroller's
Office, briefly discussed the guide, and left a master copy for his andsgyq
the Deputy Comptroller's review, Recent contact with Mr.| |dis-
closed that their review may be delayed by the urgency of current work.

3, Guide to Effective Writing and Correspondence Management Techw
niques - Collection of material is continuing. The over=all plan for
developing and presenting the guide is complete; attention is now being
given to specific phases, The sections on English usage and evaluating
vour writing are well underway,

L, Program Publicity - A pencil sket¢h appropriate to flier dis-
semination was completed, Ideas for other publicity issuances are being
assembled as the programs progress., We propose to discuss our ideas with

CONFIDENTIAL
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& representative of Graphics Registry (ORR) as soon as possible,

1T, COMPLETED PROJECTS

1. Program Master Plans = Master plans on the nhasing of both
programs were revised and submitted to the Chief, Records Services
Division,

2+ Agency File Manual = Completed a review of the proposed Handm
book for the Subject Classification and Filing of Correspondence Records.
From this review and discussions with Messrs., \deve125x1
oped recormendations on three primary subject classifications which
affect the filing of material on Reports and Corresnondence Management
Programs, :

3« Reporting Program Progress - Developed and submitted to the
Chief, Records Services Division, a listing of Reports Management Pro=
gram phases on which progress information is desirable, A general
recormmendation on progress reports from Area Records Officers was also
included,

L, Justification for the Writer's Guide = To Justify the need
for this guide, a headquarters-wide poll was taken, Personnel of
fourteen different offices, representing a cross=section of Agency levels
and functions, were interviewed. The results pointed up the following
factss

as There is a positive need and desire for a desk tool on
writing effectively,

be Form letters, paftern correspondence and other short cuts
have definite application in many areas of the Arency,

Cs Training plans of the Office of Training, Regulations
Control Staff, and the Cffice of Scientific Intelligence call for =
coordination of efforts,

The results of this poll, together with a comprehensive analysis of
our program, were submitted as a staff paper to the Chief, General
Services 0ffice,

25X1

ef, Reports and Corres®ondence
Management Branch

CONFIDENTIAL

Approved For Release 2007/10/23 : CIA-RDP54-00177A000200110002-7



Approved For Release 2007/10/23 : CIA-RDP54-00177A000200110002-7
_ LUNFIUENHIAL
~ Security Information

Report of the RECORDS CENTER ERANCH for month ending November 1953

The number of reference service requests for records center
material remained about the same as the previous month, while
the distribution activity continued to run well above the aver-
ages of the past fiscal year in respect to both items received
for stock and items furnished on request.

It is felt that the work load of the Center operation and the
scope of its services to the Agency can be more clearly reflected
by revising the present statistical reporting format. The

weekly reports to be submitted during the coming month will
account for all items furnished on request including the nurper
of pages reproduced, In the past two weeks 7000 pages of

reports have been reproduced for operating offices.

All palletized records and distribution materials have now
been shelved, and the two laborers will be dropped as of this
date,

The erection of the second 100 units of shelving in the SW
area is awaiting the assignment of skilled laborers from the
GSA/PES labor pool.

The lighting situation within the Center remains poor, and
GSA/PES has not yet performed the work of dropping the lights
over the file cabinet area.

Within the last week certain Center personnel have been assigned
projects compiling lists of records and distribution materials
in custody. Upon completion, offices of origin will be asked

to examine the lists for disposable items,

Efforts to secure cleared laborers from the| | warehouse 25X1
have been of no avail. It is felt that a minimum of Z cleared

laborers should be assigned to the T/0 of the Center in the

accessioning section, Otherwise, the time and physical effarts -~

of higher grade persons must be employed in some of the

routine, low level activity, involved in moving records into

the Center and shelving them.

25X1
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GUNE LULGY L 180

MONTHLY REPORT = MAIL CONTROL SECTION

NOVEMBER 1953

THIS MONTH TO DATI®
INCOMING MAIL: = -
(a) Delivery by Post Gffice _ 19,622 105,098
(v} Picked up from Post Office by courier 1,830 10,000
(c) Picked up from City by courier 2,82 21,117
(d) Letters: :
Beviewsd 14,100 27,742
Recordsd
(e) Undeliverable (held in Mail Room - 22 22
CUTCOING MATL:
(a) Picked up by Post Cffice 16,563 69,179
(b) Deposited in Post Office by courlier 11,611 59,183
(e} City Deliveries Ly Li97 27,433
(d) Penalty Indicia Used . ’
(1) cI1A 2,071 11,51h
g.g SSU u,zz'g 27,701
3 9
(e) Postsge Expended $ 3,178.27 $ 16,805437
COURIER SERVICES
{a) Scheduled Trips : 912 5,025
(b} Special Trips - Within Agency ; 191 1,238
(1% peliveresd by foot L2 Lo5
(2) Delivered by vehicle 19 833
(2} Other Agencies 105 5L5

{d) Trips outside area
(1) Total time

6 32
127 MALS min. 527 §#.38 min.

FILE AQTIVITY

{a) Checking courier receipts 2,
{1) Total tinme 9 MR.15 Min.

(b) Requests for Administrative Files 5
(1) Requests filled 2
{#) Requests unfilled ' 0

Recruitment:

(a) Couriers o

{p) NMail Clerks 0

(¢) Messengers 1

SEPARATIONS®

{a) Couriers 1

(b) Mail Clerks )

{c) Messengers - 0

118 :
42 Hours
39"
29
10

13
T

1

The figures in this column wiil revert to O at the beglmning of each fiscal year,

CONFTORNTIAL '
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MICROF |LM PROJECTS
NOVEMBER 1953

THIS MONTH TO DATE
|. PROJECTS PENDING
A. ENTIRE ReEcorDs Group 2
B. RECORD GROUP ACCRETIONS 0

2. PRrRoOuECTS IN PrRoceEss AND COMPLETED

A. ENTIRE ReEcorDS GRrRoOUP

t. IN PROCESS : 0 3

2. COMPLETED 2 29
B. RECORDS GROUP ACCRETIONS

t. IN PROCESS 0

2. COMPLETED 0 3
c. Imagces Fiumep (ToraL) 19080 334434

I. ROTARY CAMERA 0 35221

2. FLATBED CAMERA 19080 193613
p. Reers (100 r1)

I. 1IN ProcEess 16

2. To BE REVIEWED 3

3. REVIEWED 20 |87

¥THE TOTALS IN THE "To DATE" COLUMN WILL REVERT TO O AT
THE END OF EACH FISCAL YEAR, AND STARTING WITH JuLy 1953 wiLL
ALWAYS REFLECT CUMULATIVE TOTALS FOR THE FISCAL YEAR OF THE

REPORT.

CONFIDENTIAL
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b4
MONTHLY REPORT - RECORDS CENTER . DATENovember 1953

THIS MONTH 7TQ DATE*

1. Hecords Storage (all figures in
cubic feet)

(a) Received 248 lou2
(b) Distroyed uO gl
(c) Storage Space: (Total) - 8¢ 12947
Records 4505
Dist, Material 6106
Committed ' 0
- Availahle 2336
2. Records Referepce
(a) Service Requests
(b) Iteme on Requests 3ﬁ§u zigg
3. Inter-Agency Reference Service

(a) Requests

*_ The totals in the "T0 DATE" column will revert to O at the end
of each fiscal year and after June 1952, will always reflect the
cumulative totals for the fiscal year of the report.

CONFIDENTIAL
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Report for month of November 1953 from MACHINE RECORDS BRANCH

Administrative:

Many problems incurred during the process of moving and getting re-
located in Curie Hall have been ironed out. Installation of telephone
extensions, buzzer systems, completion of vault areas, grill work on windows,
and requisitioning of additional equipment and supplies needed to furnish

the three separate wings have been accomplished.
25X1

Three new employees entered on duty in November, | A
| | A1l three have attended 1BM training
classes. Two resignations are pending: Mrs, | for 2 Januarzey 4
and #rs, |for 4 December. One employee on the T/ is
awaiting final clearance in the pool. : ‘

Two meetings were held regarding mechanization of leave recording. A
detailed memorandum of these two meetings was sent to Chief, General Services
Office.

A trip was made to Vital iaterials Repository to clarify the situation
involving the files being furnished Vital Materials by Machine Records Branch.
In the course of this visit, we| learned that
liss had been granted thirty days advanced sick leave for an
operation. No further word has been received from Miss | | and it is
not known at the present time whether or not she intends to return within25X1
the thirty days leave period.

Uperational:

Vouchered Payroll - The following payroll operation reports were com-
pleted: Time and Attendance Reports, Overtime, Transfer and Termination
Listings, Termination W-2's, and Comptroller's Report of projected average
salaries of Vouchered employees, by Uffice group.

Procurement and Accounting Section - A monthly recurring report of
"Critical Items" for Procurement Division was completed 9 November. This
listing includes those items which have been determined in short supply,
based upon a 50% and/or 100% stock level computation.

Special Projects Section - Mat listings have been completed on Family
Group 7 items for the Agency Stock Catalog. These listings have been approved
by Identification and Catalog Staff.

A schedule for the submission and processing, by Office, of changes to
the T/O file is being devised to prevent a peak workload. These changes
involve the conversion of the present Civil Service four digit base number
into a four digit base with a two digit sub number, and the addition of the
Career Service designation code, and the Office code letter to all the cards
in the file

CONFIDENTIAL
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Personpel Section - Position Control reports we}e furnished to all
DDI offices during November. 25X1
The development of the Personnel History Card File is 1n process and
a report has been submitted to lir.[ | outlining the progress being
made, A similar report has been furnished to Mr. in regard to 25X1
- the Periodic Step Increase Project. :

25X1

Chief, Maehine Recordp Brang
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